
OEORGIA DEPARTMENT OF HUMAN RESOURCES 
OFFICE OF ADMINISTRATIVE SERVICES I RECORDS MANAQEMENT UNIT __ ~ 

APPLICATION FOR RECOBDS RETENTION SCHEDULE 
~____-...-.---̂ ."--I.--- II_~~ ..I - .~ 

For instructions on completing t h i s  form contac! DHR Recordr Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 6564976 ! 

~ ~ _ _  
GIST: nl-4983 

-.~_I-__~.~~_...-_I.-,...____.._ . ~ .  ~ . . . . -  ~~~ 

ARCHIVES AN0 HISTORY 
~ 

GEORGIA DEPARTMENTDF HUMAN RESOURCES 
O f f i c e  of Financial Services Application Number 

__I_- 

DHR ____ ~ 

ipplication Date 

73 - 7 0 - R.... h b l t c  A r a i r t m c e  U n i t  
47 Tr in i ty  h e .  S.W. - ~ o o r a  503-s 
Atlanta, Ga. 30334 

~ _ _  ~ ~~~~ ~~ 

Date Received Dete Completed 

Working Title 1 Telephoni~Number 

OCT 2 5 iQ82 
~. ... - ~ 

~~~~ ~ 

AUG 3 1 1982 I 
~~~~~~ - ~~ . . .~ ~ 

-. . ~~~~ l a/ 24f a2 .~ 
ippliplicaion Number 

82-43 ~~~~~ 

~- .~ _.__ ~- 
iXrsOn t i  Contact 

= ~ ~ _ _  Naacy Ke!IJ---..- .. .. .- ~ ~. -. - ~ ~ . ~ - - - . S u ~ e n & o r ~ ~ ~  . 

I. Action Requested .1, Change F i l i ng  Arrangement 
a. 0 Establish Retention Schedule; recard will mntinue to accumulate. 'Ch.nge L i s t  of I a e l u a i n  Hatar ia la 

Change Series T i t l o  M a e  b. Dhpare of present accumuletion: no further eccumulation anticipated. 
c. dAmnnd Application No. 23- ... Check One: Chengo; Supercede; 0 Void ____- _ _ ~ _ _ " _ _ _ _ ~  -~ -. . . - . ~~~ .. ~. ~ = 

6. Records Serler Title ffollowcd by titlo uad in off&; if dlfferenrl I i. Dateaof Sniea 

hrlien Laten 

I.__~.- L L .  ic__A_.!&Ei?*_4 .~~se-_cha_nge_ P i  Is ~ .. ~~~ - 
i. Division end Office Function Whet i a  the function of tho Divlrion and the Officn in which thla w r d  a r i e i i s  ka ted?  ~~ 

- - ~  ~ 

.. 

___-._-- -_-- -..I______ , . . . - ~ _ _  ~ . 
1. Records Series Description 

DOcumnta relating to: 

This file mntainr the followlng docu,nmnta linclude form numben n d  titles, if M Y ) :  Attach temples of the file. 
.. 

lncludedare: 
n o t i f i e s  and confinno the change o f  'payee f o r  PA checks; and re la ted correspondence. 

form l e t t e r  f rom Public Assirtence O f f i c e  t o  county DFCS o f f i ce ,  which 

. ,  

F ib  isarrangPd: chronologically by month; thereunder', numerically by county case number 

__--. ~- ____ ~~~~ .. ~~~ ~= 

3. Monthly Reference Rate How often are remrdr referred to wnlch are: 

One to six months old ._ ; Sewn to twalve montha old ; Thirteen to twentyfour monthr old ; 
tWBnty-fim months and older , !? , \. 

* -.__ -.-- i . . .~ ~ ~~ ~~~ ~~~~ 

.5 d, ._* ' .  
#. Annual Rete of Accumulation or Records 

Lettarlze drawers ~ ; Legelaize drawers : Shelves ___ ._ ; Other &eci?y/ I 
. .  

~~ . . ~ , .. - . .... 
.. ~ (0v.r) 

-I.,- ___-- .. '. ~.-.~ - .,. -I . '" ,\. . l'. 

m3ma D-78,' 



-c 

P 
. .  -.. 1 

N O L O .  QuestionnahJPl- ~ en "X" in tho - proper ~ column) . - ~ - ~~ 

I I e. I: this the official cow of the serles? 
, I  If not, where is  it? --._::: i -. 

b. Does the series contain confidential information requiring security handling? If yes,cite law M regulation. 

c. Is thia a vital record? 
d. Does this series have historicel or long term research value? 

e. When one or two documents in the file make It necessary to keep t h e  entire file for e long period. could these documents 

. .. . --___ 
1__- 

~ > -  ~ 
-.__ ~ _ ~ ~ _ _ _ _ .  

~. ~- I 

- 
2. Awroved Disposition Instructions This agency recommends that the fi le series be cut off a t  the end of each: 

OCalendar Year: a Fiscal Year: OOther -_ then, 

a Hold in the current files a m  mnth(s) y w b ) ;  then 
Transfer to loull holding area; hold __ yearls): than 

21 Transfer to State Remrds Center: hold -a- yaar(8): than 
XI Destroy 
0 Transfer to State Archivas for permanent retention. 
0 Other lSpeciry1 

Thew instructions apply to a11 prior and future accumubtions of the series. 

, /  

acornmendations in psragraph 
2 are epprowd. 

If exphnution.1 
r dirshwoucd. emch krmr 

rm4& 17-78) 

r. 



L - 
ATTACHMENT SEE2 

I 

CoCwRnts reht7i t o  the quthkization 
of metary assistance (public Assis- 
tance) t o  eligible receipients i n  the 
State. Included are: 

1. B O 1 - I n i t i a l  Authorization 
2. 302-Status Change ap termination 
3. 303-Corrective Action 
4. 304-Supplemental payment 

9+76 FVBLIC ASSISTANCE AUIPIORIZATION __ --._ FILES 

5. 306-Add1~~~ mge 
6. 307-county hold &r/Disposition 

7. 308-State h h d  order/Dispit ion 

8. 309-Check undelivered notice 
9. 310-Check retumed by county 

10. 314-Check cancelled at S ta te  

advice 

advice 

office 
ll. 394-394.l-Authorized f o r ' w m t  - . ,  

t o  nursing hare vendor 
Files  are arranged by batch nudxr. 

q3-477 FUBLIC ASSISTANCE CANCELLED CHECK FTLES 

public Assistance Monies. Included are: 
F m  #326 - Public Assistance Cancelled 
Check. Files are arranged nmbrically 
by batch nunher, then by date. 

rzEiiGzt~-t~gtotheexpeniiituTe-zf 

Family and Children S&& and the 
State Department. Included are: 

1. fm letters making carrections 
in date, address, status, signature 

2. letters of transfer of Public 
Assistance checks 

3. miscellaneous tMnsrm 'ttal letters 
Fi les  are arranged alphabetically by county. 

SOP PAmENr FILES 
DocumentSrelating t o  the stopping of pay- 
ment on a public Assistance check. Included 

2. &ty&pammt tMnsrm 'ttal letter 
re: Stop payment of public check 
(form 654) 

3. Letter from county t o  state 
4. Letter t o  bank re: 
5. Copy of public assistance check 

with original check that was cancelled 
6. Acknawledgemnt letter frcpn bank re: 

Cancellation of public assistance check 

Stbp Payrent 

F i le  is arranged by county. 

Cut off m t h l y ;  hold in current 
files a r e i  for one (1) year; 
transfer t o  State R e c o d  Center 
and hold for two (2 )  years; 
destroy; hawever, records shall be 
retained until resolution of audit 
questions. 

then 

Cut off monthly; hold in current 
files area far six (6) mths; 
transfer t o  State Records  Center 
for 2 1 /2  years then destroy; 
hawever records shall be retained 
u n t i l  resolution of audit questions. 

(xlt off a t  end of current fiscal  
year; hold i n  current files area 
for 1 year; transfer t o  State 
Records Center and hold for two (2 )  
years; W m  destroy. HcxJever reconk 
shall be retained u n t i l  resolution 
of audit questions. 

Cut off at end of current fiscal 
year; hold in cuprent f i les  area 
for 1 year; transfer t o  State 
Records Center and hold for twa (2)  
year; then destroy. However records 
shall be retained until resolutim 
of audit questions. 

, 



-. 

Continuatian of Attachment Sheet 
f 

FUBUC ASSISTANCE WECK REGISTERS I__ FILE %-@O Donrments-ilating to the issuance of 
public Assistance-checks. Included are: 
farm-8353 - Georgia State Department of 
Family and Chil&en Servioes Check 
Register.’iFiles are arranged by date and 
by county. 

Cut off at end of current fiscal 
year; hold in current fi les area 
for 1 year; transfer to State 
Records center and hold for two (2) 
years;thendestroy. Hawever 
records shall be retained unt i l  
resoluticn of audit questions. 


